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CO01 Change in Program

PBAS Non Position 06

» This change level designation is used when additional
appropriation is needed in an existing program within the

Agency.

AASIS Support Center
April 2006
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An AASIS Training Guide PBAS Non Position 06

i3 PEAS

Application  Master Data  Annual | Biennial Reports  Strategic Flanning  Security

8leD|e|sl—

LAHISORG - Agency Enabling Laws, History and Organization and Agency Commentary

BAGMCYPE - State Agency Publications

CHMGFEES - Change in Fee Schedule

EMPLSIUMM - Emplayment Summary

CASHFMEL - Cash Fund Balance Description

BIEREYFL - Biennial Income Certification
AMEN - i Budgel

FOOTMOTE - Agency Change Level Justification

CAPREARE - Capital Reappropriations

HRPLAMEM - Position Budget Request

JOBFUNCE - Job Upgrade, Title Change, Extraordinary Salary Increase

POSPLANE - Regular Reclass, Clip Reclass and OPM Transactions

FRIMEEME - Calculate Fringe Benefits

MNOTEATCH - Biennial Attachments

: B/

Select Biennial from menu
BGPLANBN — Non Position Budget Request.
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An AASIS Training Guide PBAS Non Position 06

iiii PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial Reports  Strategic Planming  Security

K | C7) | 1] User: clvooley@PRODUCTION Date: 5/14/2004 11:48:40 AW

Mon Position Budget Request
Business Area 063
Wersion 1
Fiscal Year
Cost Center ta E
WES Element to =1
Cost Element D to D [=d
Commitmert e P ta P
Funds Center ta E
Fund ta E
A Request | Move Reguest | Change Description | Upidate § Delete Designation |
Coist Centar | B Blsment Funds Center | Fund | Commitment trem | Cost Blement | Cost Bisment Deseription \il
[ I [401201 120 MCEDOD 5020002 5020001000 Postage
401201 120 MCEDMO0 5020002 5020002000 Telscommunications Wired
: 401201 120 MCEM OO0 5020002 5020003000 Telecammunications Wireless
| 401201 120 MCEMO0 5020002 5020004000 Metwork Services Expenss
[ 1401201 120 MCEMOD 5020002 5020005000 Freight -
4 | o

Enter the business area, Version 1 and Fiscal Year 2008. Press
enter. The budget information will be displayed by cost center and
cost element.

AASIS Support Center
April 2006




An AASIS Training Guide PBAS Non Position 06

1i¥i PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data Annual  Biennial Reports  Strategic Planning  Security

I@ | @ [ 1] User: cliocley@PRODUCTION Date: 5/14/2004 11:55:36 AM

Mon Position Budget Request

Business Area 0638 2

“ersion 1

Fiscal Year 008

Cost Center to

WES Element to

Cost Element D to o)

Cammitment kem pa) to pal

Funds Center o

Fund ta

el Reguest | Morve Request | Change Description | Update / Delets Designation |

| Cost Elemert | Cost Eiement Description | Budget Amount | Designation | ¥rt Amourt Reguest | ¥r2 Amourt Request | ~
5020001000 Poistage §334,685 BL §934,685 §934,685

[ s020002000 | Telecommuni d
5020003000 Telecommunications Wireless 6,903 BL 36,303 §6,903
5020004000 Metwark Services Expense $151,644 BL $151,644 $151,644
5020005000 Freight 7,600 BL 37,600 7,600 l;l

1 |»

Select the line to add the change level by clicking the gray box in front
of it. The selected line will be highlighted. Click on the Add Request
Button.

AASIS Support Center
April 2006
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i3l PBAS - [BGPLANBN - Non Position Budget Reque

Application  Master Data  Annual  Biennial Reparts

Strateqic Flanning  Security

PBAS Non Position 06

=1 el =Y —

User clwooley@PRODUCTION

Date: 541472004 11:56:20 &M

Mon Postion Budoet Reguest

Businsss Area 0634 0

‘ersion 1

Fiscal i

1zcal Year 008

Cost Center to E

WBS Element to =]

Cost Element jo to jo =]

Commitment ttem pe to pe @

Fund

Acdd Cost Element
Add Request | hove Request Cost Elemert £020002000 -~

| Cost Elemert | Cost Eiament Desoription Cost Elemert Deseription  Telecommunications Wired et
5020001000 B Element 685

3 0 Cost Center 401201 m
5020003000 Telecommunications Wireless 1903
5020004000 Metwork Services Expense Designation BL - Base Level = an
5020005000 Freight ¥r1 Amount Reguest BL - Base Level B 500+

4 *r2 Amourt Recuest C02 - Mew Program >

Total Budgeted Amourt 2 ggg - g:;z';’gz”;;e’?sg‘:;g b || 166,157
izl rElien C07 - Auency Transfer 4 30

The Add Request box will pop up. Click the drop down arrow in the

Designation box and choose C01-Change in program.

AASIS Support Center
April 2006
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BGPLANBN - Non Pos|
Application  Master Data  Annual

Biennial  Reports

n Budget Request]

Strateqic Flanning  Security

PBAS Non Position 06

2 = |

User: clwooley@PRODUCTION

Date: 5/14/2004 11:59:34 A

Mon Postion Budget Request

Business Area

0634
wersion 1
Fiscal Year
Cost Center
WBS Element
Cost Element

Commitment fem
Funds Certer

Jei

Yo

BADDNEWC - Add Request

[zlelizli]

=

Total Budgeted Amourt

Fund
Acdd Cost Element
Add Request I Move Request Cost Elemert 5020002000 2
[CostCerter  [WHSElement | Funds Cent | CostElementDescription  Telecommunications Wired

120 WS Element
TN | cost corter 401201
120
120 Designation
120 ¥l Amourt Recuest 2000

J ¥r2 Amourt Request 2500

Designation

AASIS Support Center
April 2006
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ﬂPBAS - [BGPLANB! n Budget Request]
Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

(=] Ir;'a e ||:| User: clwaokep@UAT D ate: 5/25/2004 11:10:48 AM

on Pos|

hon Postion Budget Request
Businsss Area 0634 0
Wersion 1
Fiscal Year
Cost Center to
WES Element to =]
Cost Element 2 to 2 =
Commitmert fem pe) to pe)
Funcis Certer to
Fund to
And Reguest | Move Reguest | Change Description I Update / Delete Designation I
Cost Centar |8 Element Funds Center | Fund | commitment fem | Cost Elsment | Cost Elsment Daseription |;|
| l4pa7on 120 MCE100 5060010 5060001000 Frafessional & Administrative Fe
| |ana7rmn 120 MCED100 5060010 5080010000 Data Processing Services
L] 120 MCED100 5090012 5040003000 Rertt of Data Processing Equipm
| |anarmn 120 MCED100 5090012 5060010200 Data Procsssing Services C112
L0120 | 5020002000 Telecommunications Wired -
4 | »
Total Burigsted Amount 75|  Total vt Base Level Amount | 521168157] w2 | #27 168,137
Tatal r1 Designation smourt_| 2000] we | 12,500

The change appears at the bottom of the grid. Review the change
before saving.

AASIS Support Center
April 2006
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'BAS - [BGPLANB!

Application  Master Data Annual

n Budget Request]

Biernial Reports Strategic Planning  Security

PBAS Non Position 06

=1 N =

User: chwooley@PRODUCTION

Date: 5/14/2004 12:01:16 P

Mon Postion Buduet Request

Business Area (e
Wersion
Fizcal vear
Cost Center to
VYIS Element to
Cost Element o) to o)
Commitment tem pal to pal
Funds Center to
Fund to
Addd Reguest | Move Reguest | Change Description | Upiiate f Delete Designation I
Cost Center | S Element Funds Center | Fund | Commitmert tem | Cost Element | Cost Element Description \j
| lanarmn 120 mcEnton 505001 (R X fressional & Administrative Fe
| 404701 120 MCEDI00 505001 o changegy [ EESSG Serces
| 404700 120 MCEQ100 sp9qqq DO YoUWantbosavethechanges? L bt pocessing Equiom
T 120 MCEDTI0D 509001 ks Processing Services €112
| B 401201 LI Communications Wired -
4] T 3
Totel Budgeted Amount 7] Tatel vrt Base Level Amaunt [ BRI | 527 168,137
Total ¥r1 Designation Amourt_| 2000] vz | $2.500]
Totsl vr! Mmourt Request | 920170057 vz | $27,170557 |

Click the save icon and then click yes to save the changes.

AASIS Support Center
April 2006
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PBAS - [BGPLANBN - Non Po! n Budget Request]
Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

I&a O e|& : User: clwooley@PRODUCTION Date: 5/17/2004 8:33:23 Ak

on Position Budget Request
Busingss Area 0634 "4
Version 4
Fiscal Year 008
Cast Center ta IE
WES Elemert to
Cast Element pe! to pe)
Cammitmert tem Jal to Ja)
Funcs Center ta IE
Fund to
£l Request | Move Request | Change Descrigtion | Update / Delete Designation |
Cost Element | Cost Eiement Description | Budlget Amount | Designation | it Amourt Request|  r2 Amount Recuest |+
| ¥ |5020001 000 Postage $934 685 BL $934 B35 $934 B85
S020002000 Telecomimunications Wi e J46 585 BL 3 46 G55 1 46 G55
-
5020002000 Telecommunications e $0 CO1 $2 000 §2 5Ug
| 5020003000 Telzcommunications Wireless 6,903 BL 36,903 6,903
| |5020004000 Metwork Services Expense 151 f44 BL $151 44 F151 f44 »
1] I
Total Bucigeted Amount 927,255, 97]  Total vrl Bass Level smourt | BRI §27 168,157
Tatel 1 Designation mourt_| s2000] w2 | 2,500

The change level appears directly below the base level for the cost
element changed.

AASIS Support Center
April 2006
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Exercise: Add the change level 01 for the cost
center and cost element from the data sheet.

AASIS Support Center
April 2006

PBAS Non Position 06
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C02 New Program

» This change level designation is used when additional

appropriation is needed in a new program within the
Agency.

AASIS Support Center
April 2006
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i3 PEAS

Application  Master Data  Annual | Biennial Reports  Strategic Flanning  Security

8leD|e|sl—

LAHISORG - Agency Enabling Laws, History and Organization and Agency Commentary

BAGMCYPE - State Agency Publications

CHMGFEES - Change in Fee Schedule

EMPLSIUMM - Emplayment Summary

CASHFMEL - Cash Fund Balance Description

BIEREYFL - Biennial Income Certification
AMEN - i Budgel

FOOTMOTE - Agency Change Level Justification

CAPREARE - Capital Reappropriations

HRPLAMEM - Position Budget Request

JOBFUNCE - Job Upgrade, Title Change, Extraordinary Salary Increase

POSPLANE - Regular Reclass, Clip Reclass and OPM Transactions

FRIMEEME - Calculate Fringe Benefits

MNOTEATCH - Biennial Attachments

: B/

Select Biennial from menu
BGPLANBN — Non Position Budget Request.

2-13
AASIS Support Center
April 2006
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PBAS Non Position 06

i#ii PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial Reports  Strategic Flanning

Security

L1 ] O

User: clwaolep@UIAT

Date: 5/25/2004 11:52:44 AM

Mo Position Budget Request
Business Area 0634
Wersion 1
Fizcal Year 008
Cost Center
WHS Elemert
Cost Element
Commitmert kem
Funds Center
Fund

o

Yo

T

ezl

Add Request | Move Reguest | Change Description | Update / Delete Designation |
Cost Center | WES Element Funds Center | Fund | Commitment ftem | Cost Eiement | Cost Element Deseription ‘i’
L 401201 120 MCEDMO0 5020002 5020001000 Postage
| 1401201 120 MCED100 5020002 5020002000 Telecommunications Wired
| (401201 120 MCEDMO0 5020002 5020002000 Telecommunications Wired
| 1401201 120 MCEDT00 5020002 5020003000 Telecammunications Wireless
| 401201 120 MCEMO0 5020002 5020004000 Metwiork Services Expense -
. | 5l

Enter the business area, Version 1 and Fiscal Year 2008. Press
enter. The budget information will be displayed by cost center and
cost element. Click the Add Request button.

AASIS Support Center
April 2006
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PBAS - [BGPLANBN - Non Posi Budget Request]

Application  Master Data  Annual  Biermisl Reports  Strategic Planning  Security

PBAS Non Position 06

al®blelsl ] e coosly AT

Date: 5/25/2004 11:55:02 &AM

The Add Request box will pop up. Click the drop down arrow in the
Designation box and choose C02--New program. Enter the amounts

requested for Yr 1 and Yr 2 and click OK.

AASIS Support Center
April 2006

Hon Postion Budget Request
Business Area 0634 ,;
St 1 BADDNEW d Request x|
Fiscal ¥
eeal vear Add Cost Elemert
Cost Center
B Element Cost Element 5080020000 pal
Cost Element /| costElement Description
Commitment ftem | wBs Element
Funds Certer Cost Center 101201
Fund
Designation [co2 - Hew Pragram |
20d Request I Wove Reguest | ft1 Amount Request 50000
¥r2 Amount Request
CostCenter  |WBSEement  |FundsCr | oo S0 B
¥ 201201 120 Transfer From YWBS Element
| lao1201 120 Transfer From Cost Center
| a0z 120 Transfer Fram Business Area
| |a012m 120 s
401201 0t et -
== 12 Amount Regue:
4 g /;l »
Total Budgsted Amount §27,265,157]  Total r1 Bass Level Amount | BRI §27 /167,157
Tatel "r1 Designation smourt_| a0 we | 1324,220)|
— ——
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BGPLANEN - Non Po:

n Budget Request]

Application Master Data  Annual Biennial Reports  Strategic Planning  Security

PBAS Non Position 06

aje Delsl ]

User: clwoolep@UAT

Date: 5/26/2004 11:55:27 &M

Mon Postion Budget Request
Business Area 0634
“Wersion 1
Fiscal Vear
Cost Center to E
WS Element to =
Cost Element jo to D =]
Commitment tem pe to pal @
Funcs Certer to E
Fund to E
A Reguest | Move Reguest | Change Description | Upclate / Delete Designation |
Cost Center |wBS Element Funds Center | Fund | Commitmet frem | Cost Element | Cost Element Description |;|
| |a04701 120 MCEQ100 5060010 50601 000 Protessional & Administrstive Fe
| |a0a7m 120 MCED100 5060010 5060010000 Data Processing Services
| |a04701 120 MCEQ100 5080012 5040003000 Rert of Data Processing Equipm
| |a0a7m 120 MCED100 5080012 5060010200 Dsta Processing Services €112
| b 401201 5080020000 -
4| | »
Total Bucigster Amourt 27 268,157]  Totel ¥r1 Bass Level amourt | 52016005 v | $27167 17
Total 1 Designation Amourt_| i25250) w2 | 925,780

The change appears at the bottom of the grid. Ré\;iew the change

before saving.

AASIS Support Center
April 2006
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if3 PBAS - [BGPLANBN - Non Position Budget Request]

#pplication  Master Data Annual  Biennial Reports  Strabegic Planning Security

Ié’(\ 9] e ||:| User: clwaoley@UAT Date: 5/25/2004 11:55:49 AM

Mon Postion Budset Request

Business Area 0634
Wersion 1
Fizcal Year
Cost Center ta =]
VWIS Element to =
Cost Element jo) to D =
Commitment tem pe to po) @
Funds Certer ta (=]
Fund to E
Add Reguest | Wove Regusst | Change Deseription | Uptlats / Delets Designation |
Cost Center |wBS Element Funds Center | Fund | Commitmert frem | Cost Element | cost Elemert Description |ﬁ
| 04701 120 MCED100  SO6001 | ftesional & Administrative Fa
404701 120 MCEO100 506001  Processing Services

Do you want ta save the changes?

| [4047m1 120 MCED100 508001 of Data Processing Equipm
[ 40471 120 MCEC100 509001 r= Processing Services C112
[P la012m LI B
a| 7 »
Totel Budgeted Amourt 27 268,157]  Total ¥r1 Base Level Amaurt [ 52016717 w2 | 527,167,137
Totsl 1 Designation Amourt_| 525.280] v ] $25,780|

Click the save icon and then click yes to save the changes.

AASIS Support Center
April 2006
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PBAS - [BGPLANBI

Application  Master Data Annual Biennial Reports  Strategic Planning  Security

|@ 9] e ||:| User: clwaoley@UAT Date: 5/25/2004 12:00:24 PM

Mon Postion Budset Request

n Budget Request]

Business Area 0634
Wersion 1
Fiscal Year
Cost Center ta =]
VWIS Element to =
Cost Element jo) to D =
Commitment tem pe to po) @
Funds Certer ta (=]
Fund to E
Add Reguest | Wove Regusst | Change Deseription | Uptlats / Delets Designation |
Cost Element | Cost Element Description | Budget Amourt | Designation | vrl Amouni Reguest| Y12 Amount Request |;|
| |sne0016000 Temporary Employment Ssrvice $808,461 BL $809,451 3808,451 —!
5080020000 Enforcemert Investigation Expe $10,535 BL §10,535 $10,535
Enfor Cemert Investigation EXpe. 0 CO2 50,000 LS |
5080022000 Other Expenses & Services $108,690 BL $108,690 $108,690
5080006000 Otfice Supplies $122,003 BL 122,003 $122,003 |;|
>
Total Budgeted Amourt 27 268,157]  Total ¥r1 Base Level Amaurt [ 520 160057 vz ] $27,167 177
Totsl 1 Designation Amourt_| 525.280] v ] $25,780|

The change level appears without a base level for the cost element
changed.

AASIS Support Center
April 2006
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Exercise: Add the change level 02 for the cost
center and cost element from the data sheet.

AASIS Support Center
April 2006

PBAS Non Position 06
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C03 Discontinue Program

» This change level designation is used when an existing

program or part of a program is no longer needed within
the Agency.

2-20
AASIS Support Center
April 2006
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i3 PEAS

Application  Master Data  Annual | Biennial Reports  Strategic Flanning  Security

8leD|e|sl—

LAHISORG - Agency Enabling Laws, History and Organization and Agency Commentary

BAGMCYPE - State Agency Publications

CHMGFEES - Change in Fee Schedule

EMPLSIUMM - Emplayment Summary

CASHFMEL - Cash Fund Balance Description

BIEREYFL - Biennial Income Certification
AMEN - i Budgel

FOOTMOTE - Agency Change Level Justification

CAPREARE - Capital Reappropriations

HRPLAMEM - Position Budget Request

JOBFUNCE - Job Upgrade, Title Change, Extraordinary Salary Increase

POSPLANE - Regular Reclass, Clip Reclass and OPM Transactions

FRIMEEME - Calculate Fringe Benefits

MNOTEATCH - Biennial Attachments

: B/

Select Biennial from menu
BGPLANBN — Non Position Budget Request.

2-21
AASIS Support Center
April 2006
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PBAS Non Position 06

{isii PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual Biennial Reports  Strategic Planning  Security

User: clwoolep@PRODUCTION

afRiblelsll ]

Date: 5/17/2004 8:34:31 &M

Mon Postion Buduet Request

Business Area 0634 0

Wersion 1

Fiscal vear

Cost Center 1o

VYIS Element to

Cost Element o) 1o )

Commitment tem pal to pal

Funds Center 1o

Fund o

Acd Reguest | Move Reguest | Change Description | Upiiate / Delete Designation I

| Cost Element | Cost Element Deseription | Budgst Amount | Desigration | ¥t Amourt Request|  r2 Amourt Request L;l
5030002000 Bincling Copying & Collating $633 BL 633 $633

C < 52059 I
5030005000 02 - Building & Grounds Mainten 4,814 BL 34914 $4.914
5030008000 Office Equipment Maintenance 2,752 BL $2,752 $2,752
5030012000 02 - Wehicle Mairtenance $666 BL 666 POEE -

] [» |J

Enter the business area, Version 1 and Fiscal Year 2008. Press
enter. The budget information will be displayed by cost center and

cost element.

AASIS Support Center
April 2006
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{isii PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual Biennial Reports  Strategic Planning  Security

a |® 9] @ ||:| User: clwooley@PROCUCTION Date: 5/17/2004 B:34:31 AM

Mon Postion Buduet Request

Business Area 0634 0

Wersion 1

Fizcal ear 008

Cost Center 1o

VYIS Element to

Cost Element o) 1o )

Commitment tem pal to pal

Funds Center 1o

Fund o

Add Reguest | Move Regusst | Change Description | Upciste [ Delste Designation I

| Cost Element | Cost Element Deseription | Budgst Amount | Desigration | ¥t Amourt Request|  r2 Amourt Request L;l
5030002000 Bincling Copying & Collating $633 BL 633 $633

C < 52059 I
5030005000 02 - Building & Grounds Mainten 4,814 BL 34914 $4.914
5030008000 Office Equipment Maintenance 2,752 BL $2,752 $2,752
5030012000 02 - Wehicle Mairtenance $666 BL 666 $BIGE 'ﬂ

Sele‘ct the line containing the cost element to be discontinued by
clicking the gray box in front of it. The selected line will be
highlighted. Click on the Add Request Button.
2-23

AASIS Support Center
April 2006
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BAS - [BGPLANE!

Application  Master Data Annual  Biennial

ion Posi

n Budget Request]

Reports  Strategic Planning  Security

PBAS Non Position 06

aje Dlelsl ]

User: clwoolep@PRODUCTION

Date: 5/17/2004 8:35:12 &M

Mon Position Budget Regquest

Cost Element Description
WS Elemert
Cost Center

Desigration

¥r1 Amaourt Recuest

T2 Amaunt Recuest

5030003000 e
Advertising & Clipping Service

401201

203 - Discontinue Program j

20594

20594 Ex i

Business Area 0634
“ersion 1
Fizcal Year
Cast Center ta
WES Element ta
Cost Element P to
Commitmert tem pal to
x|
Add Cost Element
Cost Element

o

el

lete Designation I

vl Amount Reguest| 2 Amount Recuest L;I

2 Amount Regusst

4

533 3533
54,314 54,314
§2,752 §2,752
565 565+
>
BRI | §27 168,157
s2000] wes [ $2.500]

The Add Request box will pop up. Click the drop down arrow in the
Designation box and choose C03--Discontinue program. Enter the amount of
the change level for Yr 1 and Yr 2 and click OK.

AASIS Support Center
April 2006
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BAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial  Reparts  Strategic Planning  Security

Ir,‘a 9] e ||:| User: chooley@LIAT Date: 5/25/2004 11:13:37 AM

Non Posttion Budet Request
Buginess Area 0634 ’.;
Wersion 1
Fiscal Year 2008
Cost Center to =
WBS Element to =
Cost Element go) to D
Commitmert tem ol to D =
Funds Certer to =]
Fund to =
Add Request | Wove Reguest | Change Description | Update  Delete Designation |
Cost Center | WBS Element Fungs Center | Fund | Commitment trem | Cost Element | Cost Element Descrigtion |;|
| |a0a7m 120 MCED100 5080010 5060001000 Professional & Administrative Fe
| [404701 120 MCE100 5060010 5060010000 Data Processing Services
| |a0a7m 120 MCED100 5080012 5040008000 Rent of Data Processing Eguipm
| [404701 120 MCEQ100 5090012 5060010200 Data Processing Services €112
3 5030003000 Advertising & Clipping Service &
4| | »
Total Busigsted Amourt 27 265,157] Total ¥l Base Level Amaurt [ R $27,168,137
Total ¥r1 Designation Amount | ($18.594J\ Yr2 \ # 8‘094)|
=== T ===

The change appears at the bottom of the grid. Réview the change
before saving.

AASIS Support Center
April 2006
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if3 PBAS - [BGPLANBN - Non Position Budget Request]

#pplication  Master Data Annual  Biennial Reports  Strabegic Planning Security

Ié’(\ 9] e ||:| User: clwooley@PRODUCTION Date: 5/17/2004 8:35:42 AM

Mon Postion Budset Request

Business Area 0634
Wersion 1
Fizcal Year 2008,
Cost Center ta =]
VWIS Element to =
Cost Element jo) to D =
Commitment tem ) to po) @
Funds Certer PBAS x| =
Fund Do you want ko save the changes? [
Add Reguest | Mo Yes Ho | ion Uptlate / Delete Designation |
Cost Center |wBS Element TGS o roommmet frem Cost Element | Cost Element Description |ﬁ
| 04701 120 MCED100 5060010 5060001000 Professional & Administrative Fe
| 404701 120 MCEO100 5050010 5060010000 Dt Processing Services
| |apa7on 120 MCEO100 5080012 5040005000 Rent of Data Processing Ecuipm
IRELE] 120 MCEO100 5090012 5060010200 Dt Processing Services €112
| 401201 5030003000 Advertising & Clipping Service -
4| | »
Total Buclgeted Amount 27 265,157]  Totsl Yr1 Bass Level Amourt | 527188157 w2 | $27,188,137]
Total Y1 Designation Amount | ($13.594J‘ Wr2 ‘ (1 6‘094J|

Click the save icon and then click yes to save the changes.

2-26
AASIS Support Center
April 2006
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1# PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial Reports  Strategic Flanning  Security

I(,‘a | @ ] User: clwaoley@PRODUCTION Date: 5/17/2004 8:36:09 AM

Mon Position Bucget Reguest
Business Area 0634 "4
“ersion 1
Fiscal Year 2008
Cast Center to
WES Elemert: to [=
Cost Element Pl to Je)
Commtment tsm D to o) El
Fundis Center to
Fund to [=
Add Request | Move Reguest | Change Description | Updats f Delete Designation I
Cost Elemert | Cost Eiement Deseription | Budiget Amount | Designation | vt Amourt Request|  ¥r2 Amourt Reguest u
| |s030002000 Binding Copying & Collating $633 BL $633 3633
5030003000 Advertising & Clipping Service $20,534 BL $20,554 $20,554
=t — —
5030003000 Advertising & Clipping Service $0_C03 ($20,534) [ |
| 5030005000 02 - Building & Grounds Mairten $4914 BL 34914 54,914
|_|sn30008000 Office Equipment Mairtenance $2,752 BL $2,752 $2752 -
<] I
Total Eudgeted Amaunt 927,253,157|  Tatal vrl Base Level Amourt | 527,168137] w2 | 927,169,177
Totel vr1 Designation amourt_| iesan] v | (315,094)]

The change level appears directly below the base level for the cost
element changed. -

AASIS Support Center
April 2006
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Exercise: Add the change level 03 for the cost
center and cost element from the data sheet.

AASIS Support Center
April 2006

PBAS Non Position 06
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CO07 Transfer Program

This change level designation is used when an existing
program (or part of a program) is being transferred to
another Agency. A negative amount will be reflected in
the sending Agency and a positive amount in the receiving
Agency.

AASIS Support Center
April 2006
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i3 PEAS

Application  Master Data  Annual | Biennial Reports  Strategic Flanning  Security

8leD|e|sl—

LAHISORG - Agency Enabling Laws, History and Organization and Agency Commentary

BAGMCYPE - State Agency Publications

CHMGFEES - Change in Fee Schedule

EMPLSIUMM - Emplayment Summary

CASHFMEL - Cash Fund Balance Description

BIEREYFL - Biennial Income Certification
AMEN - i Budgel

FOOTMOTE - Agency Change Level Justification

CAPREARE - Capital Reappropriations

HRPLAMEM - Position Budget Request

JOBFUNCE - Job Upgrade, Title Change, Extraordinary Salary Increase

POSPLANE - Regular Reclass, Clip Reclass and OPM Transactions

FRIMEEME - Calculate Fringe Benefits

MNOTEATCH - Biennial Attachments

: B/

Select Biennial from menu
BGPLANBN — Non Position Budget Request.

2-30
AASIS Support Center
April 2006
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ﬁ PBAS - [BGPLANBN - Non Py jon Budget Request]

Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

Ir,‘a [ e | ] User: chuooley@PRODUCTION Dale: 5/17/2004 8:36:54 &M

on Position Budget Request
Business Area 0634 | 2
‘ersion 1
Figcal Year 008
Cost Center to E
WES Element to =
Cost Element gl to gl =]
Commitmert kem P to P
Fungls Center to E
Fund to E
Add Reguest I Move Request | Chenge Description | Undate § Delete Designation |
Cost Element | Cost Element Description | Budget Amourt | Designation | ¥rt Amount Request|  ¥r2 Amount Request l;l
| |s080007000 Tuition & Course Material $235 BL $235 5235 —
5050012000 Courier Services 35,633 BL 5,633
]
|_|5080014000 Trash Pickup Services $1,100 BL 1,100 1,100
| |50z0016000 Temporary Employment Service $809,461 BL $609,461 3E09461 -
4 > |J

Enter the business area, Version 1 and Fiscal Year 2008. Press
enter. The budget information will be displayed by cost center and
cost element.

AASIS Support Center
April 2006
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PBAS Non Position 06

ﬁ PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial Reports  Strat

eqic Planning  Security

= ) e =

User: chwoolep@PRODUCTION Date: 5/17/2004 8:36:54 AM

on Position Budget Request

Business Area 0634 | 2

‘ersion 1

Figcal Year 008

Cost Center to E

WES Element to =

Cost Element gl to gl =]

Commitmert kem P to P

Fungls Center to E

Fund to E

Add Reguest I Move Request | Chenge Description | Undate § Delete Designation |

Cost Element | Cost Element Description | Budget Amourt | Designation | ¥rt Amount Request|  ¥r2 Amount Request l;l

| |s080007000 Tuition & Course Material $235 BL $235 5235 —
5050012000 Courier Services 35,633 BL

> ]
5080014000 Trash Pickup Services $1,100 BL 1,100 1,100
5080016000 Temporary Employment Service $809,461 BL $609,461 3E09461 -
B

Select the line containing the cost element to be moved by clicking the
gray box in front of it. The selected line will be highlighted. Click on

the Add Request Button.

AASIS Support Center
April 2006
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1 PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Dats  Annual  Biennisl Reporks  Strakegic Flanning  Security

x
BlRDlel&IC_]
Aol Cost Element —
Non Position Budget Request
Cost Elemert al
Business Area 0634 ’.; S0sa01E000 -~
Fr—— ; Cost Elemert Description — Security Services
Fiscal Yesr B Element
Cost Center Cost Center 401201
WBS Element B CO7 - Agency Transter 2|
Gesit Famant Ve Wil Amourt Reguest 17126
e s o |
W2 Amourt Request ok
Funds Certer - A
Fund
¥l Amount Request i
Ao Reguest I Move Reguest | Change Description I Update / Delete Designation I
Cost Element | Cost Element Description | Budget Amourt | Designation | ¥ Amourt Requsst|  ¥r2 Amourt Request l;l
| |3050007000 Tuition & Course Material $235 BL $235 $235 ol
5080012000 Courier Services $5,633 BL $5,633
| 5080014000 Trash Pickup Services 1,100 BL $1,100
| |9080016000 Temporary Employment Service 209,461 BL 3309 461 309,461 lﬂ
[l [ »

The Add Request box will pop up. Click the drop down arrow in the
Designation box and choose CO7—Agency Transfer. Enter the
amount of the change level for Yr 1 and Yr 2 and click OK.

AASIS Support Center
April 2006
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PBAS Non Position 06

i PBAS - [BGPLANBN - Non Position Budget Request]

nnial Reports  Strategic Planning  Security

Application  Master Data  Annual  Bier

a[R lelall ]

User: clwooley@UAT

Date: 5/25/2004 11:15:10 &M

Mon Position Budget Request

The change appears at the bottom of the grid.

before saving.

AASIS Support Center
April 2006

Busingss Area 0634 "4
Version 1
Fisgal Year
Cost Center ta IE
VWBS Elemert: to
Cast Element pe! to pe)
Commitmert em Jal to Ja)
Funds Center ta IE
Fund to
Al Request | Move Reguest | crange peseription | updete rDelete Designation_ |
Cost Center | WS Element Funds Center | Fund | Commitment ttem | Cost Eiement | Cost Element Descriptian |;|
404701 120 MCEOTO0 5080010 5050001000 Professionsl & Administrative Fe
| |a04701 120 MCEOMOD 5060010 5050010000 Data Processing Services
404701 120 MCEOTOD 5090012 5040008000 Rert of Detis Processing Equipm
| |anaroi 120 MCEQMOD 5080012 5050010200 Data Frocessing Services €112
01201 5080013000 Security Services =
| | »
Total Bucigeted Amount 927,255, 97]  Total vrl Bass Level smourt | BRI §27 168,157
Totel ¥ Designation Amourt_| 35720 vz | 1535,220)]

Review the change
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ﬁ PBAS - [BGPLANBN - Non Po: n Budget Request]

Application  Master Data  Annual  Biennial Reports  Strateoic Planning  Security

ﬁ Cie | C ] LUser: chwooley@PRODUCTION Doate: 5/17/2004 8:37.58 &M

Man Posilion Budget Request

Business Area 0634 O
‘ersion 1

Fiscal Year

Cost Center to E
WES Element ta =
Cost Element gl to gl =]
Commitmert kem P to P
Fungls Center to E
Fund fi L=

=
A Reguest | Move REAUEst Do you want ko save the changes? |UPrlate fDelete Design

Cost Center | B Element Funds Cen | Cost Element | Cost Elsment Description | a|
i i
| 404701 120 —DI 5060001000 Professional & Administrative Fe
| |04zt 120 5060010000 Data Processing Services
| 4047 120 MCECO0 5090012 5040008000 Reent af Data Processing Ecipm
| |04z 120 MCECOD 5080012 S0B0010200 Data Processing Services €112
| b 401201 3030013000 Security Services -
< | »
Total Budgeted Amount 927,266,157 Total ¥r1 Base Level Amount | $27188,157] w2 927,188,137
Total "t Designation Amaunt | 1] .4533‘ Wr2 ‘ ($9531|

Click the save icon and then click yes to save the changes.

AASIS Support Center
April 2006
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PBAS Non Position 06

13 PBAS - [BGPLANBN - Non Position Budget Request]

Strategic Planning  Security

Application  Master Dats  Annual  Biennial - Reports

alRbjelal ]

User: clwoolew@PRODUCTION

Date: 5/24/2004 11:07:55 AM

Non Position Bucget Reguest

The change level appears directly below the base level for the cost

element changed.

AASIS Support Center
April 2006

Business Area 06834 ’)
“ersion 1
Fiscal Yesr
Cost Certer to =
WES Element to =
Cost Element D to D
Commtment tsm D ta D =
Funds Center to =]
Fund to =
Al Request | Move Request | Change Description | Updste / Delete Designation |
Cost Element | Cost Element Descrigtion | Budget Amourt | Designation | ¥rl Amount Request|  Yr2 Amaunt Request I;I
| |5080007000 Tuition & Course Material 235 BL 235 $235 [l
| 15050012000 Courier Services $5,633 BL 5,633 $5,633
S08001 3000 Security Services $17 126 EI-L F17126 F17126
30 co7 726 f$1712ﬂ
Trash Pickup Services $1.100 BL 1,100 $1,100 -
o
Total Budgeted Amourt 7| Total ¥r1 Base Level Amourt | F27 168,1 37‘ W2 ‘ $27,1 56‘137|
Total ¥r Designation Amourt_| 935720 vz | 35,220
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Exercise: Add the change level 07 for the cost
center and cost element from the data sheet.

AASIS Support Center
April 2006

PBAS Non Position 06
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CO08 Technology

» This change level designation is used when an existing

program or a new program has technology requests within
the Agency.

AASIS Support Center
April 2006
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i3 PEAS

Application  Master Data  Annual | Biennial Reports  Strategic Flanning  Security

8leD|e|sl—

LAHISORG - Agency Enabling Laws, History and Organization and Agency Commentary

BAGMCYPE - State Agency Publications

CHMGFEES - Change in Fee Schedule

EMPLSIUMM - Emplayment Summary

CASHFMEL - Cash Fund Balance Description

BIEREYFL - Biennial Income Certification
AMEN - i Budgel

FOOTMOTE - Agency Change Level Justification

CAPREARE - Capital Reappropriations

HRPLAMEM - Position Budget Request

JOBFUNCE - Job Upgrade, Title Change, Extraordinary Salary Increase

POSPLANE - Regular Reclass, Clip Reclass and OPM Transactions

FRIMEEME - Calculate Fringe Benefits

MNOTEATCH - Biennial Attachments

: B/

Select Biennial from menu
BGPLANBN — Non Position Budget Request.

2-39
AASIS Support Center
April 2006
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i1 PEAS - [BGPLANBN - Non Po! n Budget Request]

Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

Ela [e | C ] User; cloolep@PRODUCTION Date: 5/24/2004 11:10:14 A4

Mon Position Budget Reguest
Business Area 1834
‘ersion 1
Fiscal Year 008
27,268,137 to E|
WES Element to =
Cost Element D to D =]
Commitment kem pa to pa @
Funds Center to E
Func to E
Add Reguest I Move Request | Change Description | Update § Delete Designation |
Cost Center | 'S Element | Funds Certer | Fund | Commitment trem | Cost Element | Cost Element Description E’
| 401201 120 MCEDMOD 5020002 5020002000 Telecommunications Vired
401201 120 MCEOM00 5020002 5020003000 Telecommunications Wireless
v I
| [401201 120 MCEOMO0 5020002 5020005000 Freight
| 400201 120 MCEDMO0 5020002 5030001000 Printing -
‘ | C

Enter the business area, Version 1 and Fiscal Year 2008. Press
enter. The budget information will be displayed by cost center and
cost element.

AASIS Support Center
April 2006
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{i1i PBEAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

ﬁ [e | C ] User; cloolep@PRODUCTION Date: 5/24/2004 11:10:14 A4

Mon Position Budget Reguest
Business Area 1834
‘ersion 1
Fiscal Year 008
27,268,137 to E|
WES Element to =
Cost Element D to D =]
Commitment kem pa to pa @
Funds Center to E
Func to E
Add Reguest I Move Request | Change Description | Update § Delete Designation |
Cost Center | 'S Element | Funds Certer | Fund | Commitment trem | Cost Element | Cost Element Description E’
| 401201 120 MCEDMOD 5020002 5020002000 Telecommunications Vired
401201 120 MCED100 020002 020003000 Telecommunications Wireless
MCEOMO0 5020002 5020005000 Freight
MCEDMO0 5020002 5030001000 Printing 'j

Select the line containing the cost element to be moved by clicking the
gray box in front of it. The selected line will be highlighted. Click on
the Add Request Button.

AASIS Support Center
April 2006
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ﬁPBAS - [BGPLANBN - Non P ion Budget Request]
Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

PBAS Non Position 06

_la D | L2 |I:| User: claoolep@PRODUCTION

Date: 5/24/2004 11:10:58 At

Hon Position Budget Request

Businsss Area 0634 0
“ersion 1
Fiscal Year

Cost Center = E
BADDNEWC - Add Request x|
WES Element =
ot Hlement Add Cost Element =
Eoa el Cost Element 5020004000 2
Funcs Certer -
Fund Cost Element Description Metwork Services Expense
= WES: Element
Cost Center
A Reguest 401201 gtion |
Costcenter |1 | Desinaton 08 - Technology Bl | cost Element Description |£I
| 40120 i) AT R ) 10000 Telecommunications Vired
401201 2 Amount Reguest 10000 elscommunications Wirsless
D | rranster Fromwes Hement
| |a01201 reight
| |an12m Transfer From Cost Center Printing =
. Trensfer From Business Area 8

The Add Request box will pop up. Click the drop down arrow in the
Designation box and choose CO8—Technology. Enter the amount of

the change level for Yr 1 and Yr 2 and click OK.

AASIS Support Center
April 2006

2-42

42



An AASIS Training Guide PBAS Non Position 06

'BAS - [BGPLANB! Budget Request]
Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

on Pos|

_la D | L2 | l:l User: chwoolep@UAT Date: 5/25/2004 11:21:19 AM

Hon Position Budget Request

Businsss Area 0634 0
“ersion 1
Fiscal ear
Cost Center to E
WES Element to =
Cost Element jo to D =]
Commitment ftem pe) ta pel
Funcs Certer to E
Fund to E
A Reguest | Move Reguest | Change Description | Update / Delete Designation |
Cost Centar |wBS Elsment Funds Center | Fund | Commitment ttem | Cost Elsment | Cost Element Description |;|
| 404701 120 MCEO100 5060010 5060001000 Protessional & Administrative Fe
404701 120 MCED100  S0B0010 5060010000 Dsts Processing Services
| |an4rm 120 MCEO100 5090012 5040003000 Rert of Data Processing Ecuipm
| a0a7mn 120 MCED100 5090012 5060010200 Dats Procsssing Services €112
» 5020004000 Network Services Expense =
Ll | »
Totsl Budigsted &mourt 527 266,157] Totsl ¥r1 Bass Level amourt | o 65 v $27 186,157
Trtal Vit Mesienation dmeond | 25720 wer 1325.2201]

The change appears at the bottom of the grid. Review the change ||
before saving.

AASIS Support Center
April 2006
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BAS - [BGPLANEN - Non P ion Budget Request]

Application  Master Data  Annual  Biennial Reports Strategic Flanming  Security

PBAS Non Position 06

D | @ |J l:l User: clwoolep@UAT

Date: 5/24/2004 11:11:53 &M

Non Postion Budgel Reauest

Business Area 0634 O
Wersion 1
Fiscal Year
Cost Center ta
WES Elemert to
Cost Element ol to o)
Commitmert e pe! ta Je)
Funds Center ta
Fund ta
A Request | Move Reguest | Change Description | Upidate f Delete Designation
Cost Centar | B Blsment Funds Center | Fund | Commitment tem | |
| lanaron 120 MCEO0 505001 | fessional & Administrative Fe
404701 120 WCEDI0D 505001
| |snaron 120 WCEGIOn  soppgr DR pOUWEREtosavethe chandes? | oo b coing Eouiom
404701 120 MCED10D 508001 Ix Processing Services 01 12
Qe LI B
T| T »
Totsl Budgsted Amount 927 255.157]  Total vr1 Base Level amount | $27 188,157
Tatal ¥ri Designation Amourt ‘ ($25‘220)‘

Click the save icon and then ciic.k. yeé_to save the chanées.

AASIS Support Center
April 2006
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PBAS - [BGPLANBN - Non Po! n Budget Request]
Application  Master Data  Annual  Biennial Reports  Strategic Planning  Security

I&a O e|& : User: clwooley@PRODUCTION Date: 5/24/2004 11:12:28 AM

Mon Position Budget Reguest
Busingss Area 0634 "4
Version 1
Fiscal Year 2008
Cast Center ta IE
WES Elemert to
Cast Element pe! to pe)
Cammitmert tem Jal to Ja)
Funcs Center ta IE
Fund to
Al Request | Move Reguest | Charge Descrigtion | Updlate / Delete Designation I
Cost Element | Cost Eiement Description | Budlget Amount | Designation | it Amourt Request|  r2 Amount Recuest |+
[ 5020002000 Telecommunications Yired 146,888 CO1 $2,000 $2,500
|| 5020003000 Telscammunications Wirsless 5,903 BL $65,903 $65,903
5020004000 Network Services Expense $151 642 BL $151644 $151 642
oo o000 310 Uﬂd
5020005000 Freiaht §7,600 BL §7,600 $7600 -
[»
Total Buclgeted Amount §27 259.157]  Totsl Vil Base Level Amount | 527,168157) vz | ¥21 /166,137
Tatel 1 Designation mourt_| a0 we | 1325.220)|

The change level appears directly below the base level for the cost -
element changed. .45

AASIS Support Center
April 2006
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Exercise: Add the change level 08 for the cost
center and cost element from the data sheet.

AASIS Support Center
April 2006

PBAS Non Position 06
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Base Level

This designation represents the base level established for an
Agency. Adjustments to Base Level are only made by
DFA Office of Budget. Normally the only adjustments to
Base Level are to back out an MFG and/or Cash Increase
Letter from the Annual Operations Plan. There are other
special situations that allow adjustments to Base Level, but
should be cleared by your Manager before making the
adjustment.

2-47
AASIS Support Center
April 2006
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Error Corrections

PBAS Non Position 06

» To make a correction to a change level after saving it, use
the Update/Delete Designation Key.

AASIS Support Center
April 2006
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PB, [BGPLANBN - Non Posi
Application  Master Data Annual Biennial Reports  Strategic Planning  Security

b ‘ (2) |% 1] User: covollmen@UAT Date: 4/7/2006 8:44:21 AM

Non Position Budget Request

n Budget Request]

Business Area 0634 ’4
Version 1
Fiscal Vear 2008
Cost Center to
WBS Element to
Cost Element P to pe!
Commitment Item D to Jal
Funds Center to
Fund to
Add Request Move Reguest | Change Description Update / Delete Designation |
Cost Center WEBS Element Funds Center Fund Commitment ltem Cost Element Cost Element Description il
401201 120 MCEO100 5020002 5020001000 Postage
401201 120 MCED100 5020002 5020002000 Telecommunications Wired
vB [ ] M 020002 E 0 0
401201 120 MCEQ100 5020002 5020003000 Telecommunications Wireless
401201 120 MCE0100 5020002 5020004000 Metwork Services Expense -
< | ﬁ

Select the line containing the change level to be corrected by clicking
the gray box in front of it. The selected line will be highlighted. Click
on the Update/Delete Designation Button.

AASIS Support Center
April 2006
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PB, [BGPLANBN - Non Posi
Application  Master Data Annual  Biennial  Rep

] =

Non Position Budget Request

Business Area 0634 "4
Version 1
Fiscal Vear 2008

Cost Center
WBS Element
Cost Element
Commitment Item
Funds Center
Fund

n Budget Request]

orts  Strategic Planning  Security

User: esvollman@UAT

i BUPDELDG - Update a Designation

PBAS Non Position 06

Date: 4/7/2006 8:44:21 AM

)

Update/Delete Designation

Cost Center

WEBS Element

Fund ‘
Fund Center

Commitment ltem

Cost Element

Cost Element Description ‘

Add Request Wove Ref

Cost Center WES Element Fun|

401201 120
401201 120
3 T
401201 120
401201 120

<

Budgeted Amount

Designation |
¥r1 Amount Request 5155000 [ Meoative
12 Amount Request I T [ eostive
Transfer From WBS Element

Transfer From Cost Center

Transfer From Business Arei

Total Budgeted Amount

ense +
»

[Wireless

2 Amount Reguest

==
R

The Update/Delete Designation box will pop up. Enter the correct
amount for Yr 1 and Yr 2 and click OK.

AASIS Support Center
April 2006
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PBA:

Application Master Data  Annual  Biennial

aje e & |

[BGPLANBHN - Non Position Budget Reguest]

Reports Strategic Planning  Security

User: csvollman@UAT

PBAS Non Position 06

Date: 4/7/2006 8:46:34 AM

Mon Position Budget Requesi

Business Area 0634 O
Version i
Fiscal Year 2008
Cost Center to =]
WBS Element to =]
Cost Element jel to o =]
Commitment ttem pe to pa @
Funds Center to =]
Fund to E
Add Request | Move Request | Change Description Update / Delete Designation |
CostCenter | WESElement | Funds Center | Fund Commitment ltem | Cost Element Cost Element Description i‘
401201 120 MCEO100 5020002 5020003000 Telecommunications Wireless
401201 120 MCEQ100 5020002 5020004000 Network Services Expense
401201 120 MCEQ100 5020002 5020004000 Network Services Expense
401201 120 MMCEQ100 5020002 5020005000 Freight -
4 | 3
Total Budgeted Amaunt Total ¥r1 Base Level Amount [ [ |
Total ¥r1 Designation Amount] | w2 | |
Total ¥rl Amount Request | | v | |

The change is displayed. Review the change before saving.

AASIS Support Center
April 2006
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PBAS - [BGPLANBN - Non Position Budget Request]
Application  Master Data  Annual Biennial Reports  Strategic Planning  Security

al®ble|s— ] User: csvallman@UAT Dates 47712005 8463 A

Mon Position Budget Requesi

Business Area 0634

Version 1

Fiscal Year 2008

Cost Center to =]
WBS Element to =]
Cost Element pa] to pel E
Commitment ltem pe to pa @
4
Fund = E

Do you want to save the changes?

Add Request | Moye Request | 1/ Delete Designation

CostCenter | WBSElement | Funds Center LtElement | Cost Element Description ﬁ‘

401201 120 MCEO100 5020002 5020003000 Telecommunications Wireless

401201 120 MCE100 5020002 5020004000 Network Services Expense

a01201 120 MGEO100 5020002 5020004000 Network Services Expense

401201 120 MCED100 5020002 5020005000 Freight -

4 | 3
Total Budgeted Amaunt Total ¥r1 Base Level Amount [ [ |

Total ¥r1 Designation Amount] | w2 | |
Total ¥rl Amount Request | | v | |

Click the save icon and then click yes to save the changes.

AASIS Support Center
April 2006
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1T PBAS [BGPLANBN
Application  Master Data Annual Biennial Reports  Strategic Planning  Security

/R Dije|sl—]

Non Position Budget Request]

User: esvollman@UAT

PBAS Non Position 06

Date: 4/7/2006 8:43:23 AM

Non Position Budget Requesi
Business Area 0634 "4
Version 1
Fiscal Vear 2008
Cost Center to
WBS Element to
Cost Element P to pe!
Commitment Item D to Jal
Funds Center to
Fund to
Add Request Move Reguest | Change Description Update / Delete Designation |
Cost Element Cost Element Description Budget Amoun{ Designation ¥r1 Amount Requesi ¥r2 Amount Reques| ~
¥ (5020001000 Postage $034,885 BL £034,600 $934,800
5020002000 Telecommunications Wired $146,888 BL $146,888 5146,888
5020002000 Telecommunications Wired 50 Co1 $1585,000 $250,000
5020003000 Telecommunications Wireless 56,903 BL 56,903 56,903
5020004000 Metwark Services Expense $151,844 BL 5151844 31516844 «
[l | »
Total Budgsted Amount Total r1 Base Level Amount | | v | |
Total ¥r1 Designation Amaunt| | w2 | |
Total ¥ri Amount Request | | w2 | |

The change level is displayed after saving.

AASIS Support Center
April 2006
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Exercise: Correct the saved change level from the
data sheet.

AASIS Support Center
April 2006

PBAS Non Position 06
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C06 Restore Pool/MFG/Supplemental

This change level designation is used to request
continuation of Pool/MFGs/Supplementals. These are
transactions that occurred after the General Assembly and
have to be acted on to be included in the Agency’s 2007-
2009 Appropriation Act.

2-55
AASIS Support Center
April 2006
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i3 PEAS

Application  Master Data  Annual | Biennial Reports  Strategic Flanning  Security

8leD|e|sl—

LAHISORG - Agency Enabling Laws, History and Organization and Agency Commentary

BAGMCYPE - State Agency Publications

CHMGFEES - Change in Fee Schedule

EMPLSIUMM - Emplayment Summary

CASHFMEL - Cash Fund Balance Description

BIEREYFL - Biennial Income Certification
AMEN - i Budgel

FOOTMOTE - Agency Change Level Justification

CAPREARE - Capital Reappropriations

HRPLAMEM - Position Budget Request

JOBFUNCE - Job Upgrade, Title Change, Extraordinary Salary Increase

POSPLANE - Regular Reclass, Clip Reclass and OPM Transactions

FRIMEEME - Calculate Fringe Benefits

MNOTEATCH - Biennial Attachments

: B/

Select Biennial from menu
BGPLANBN — Non Position Budget Request.

2-56
AASIS Support Center
April 2006
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i PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial  Reparts  Strategic Planning  Security

I@ D] e ||:| User: clwooley@PRODUCTION D ate: 5/24/2004 11:45:41 AN

hon Postion Budget Recusst

Buginess Area 0534 ’;

Wersion 1

Fiscal Year 2008

Cost Center 1o
VWS Element 1o
Cost Elemert

Commitment tem

H
H
ezl

Funds Certer 1o
Fund 1o
Add Request | Move Reguest | Change Description | Update / Delete Designation |

Cost Center | WBS Element Funds Center | Fund | Commitment fem | Cost Element | Cost Element Deseriptian |;|
| 402162 120 MCEO100 5020002 5080004000 Charge Card Payments.
| |402162 120 MCED100 5020002 5080003000 Jantarial Service —
| 402162 120 MCED100 5020002 5080010000 Laundry & Uniform Service

402162 120 MCED100 5020002 S080014000 Trash Pickup Services
Ilm_ ! 00 Erforcamert n |~
. i i

Enter the business area, Version 1 and Fiscal Year 2008. Press
enter. The budget information will be displayed by cost center and
cost element.

AASIS Support Center
April 2006
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i PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial  Reparts  Strategic Planning  Security

I@ D] e ||:| User: clwooley@PRODUCTION D ate: 5/24/2004 11:45:41 AN

on Postion Budget Request
Buginess Area 0534 ’;
Wersion 1
Fiscal Year
Cost Center 1o
WBS Element 1o =]
Cost Elemert Je) 1o Je)
Commitmert tem o) 1o o) =]
Funds Certer 1o
Fund 1o =]
Add Request | Move Reguest | Change Description | Update / Delete Designation |

Cost Center | WBS Element Funds Center | Fund | Commitment fem | Cost Element | Cost Element Deseriptian |;|
| 402162 120 MCEO100 5020002 5080004000 Charge Card Payments.
| |402162 120 MCED100 5020002 5080003000 Jantarial Service —
| 402162 120 MCED100 5020002 5080010000 Laundry & Uniform Service

402162 120 MCED100 5020002 S080014000 Trash Pickup Services
M_ n n Enforcement In ,‘Ll

Select the line containing the cost element to be changed by clicking
the gray box in front of it. The selected line will be highlighted. Click
on the Add Request Button.
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Application  Master Data  Annual  Biennial  Reports  Strateqic Planning  Security

n Budget Request]

PBAS Non Position 06

af® [

o8]

User: chwooley@PRODUCTION

Date: 5/24/2004 11:15:21 A

“ersion

Fiscal Year
Cost Center
WBS Element
Cost Element
Commitment i
Funds Certe
Fund

Add R

Cost Cent

402162
402162

Mon Postion Budget Request

Business Are e =
ii¥i BADDNEWC - Add Request

X|

Add Cost Elemert

Cost Element 4020020000
Cost Element Description
WWES Element

Cost Center 407162

Jel

Enforcement Investigation Expense

Designation 06 - Restore
¥l Amount Request

¥r2 Amount Request

Transfer From WES Element

Transfer From Cost Certer

Tranzfer From Business Area

PoolMFG/Supp

1000
1000

vY
lelelnlelials]

& Designation

ant | Cost Element Cescription (=]
no Laundry & Uniform Service
no Trash Pickup Services —

T2 Amaunt Recuest

En ent I |
00 Office Supplies
Ao Health & Lakoratary Supplies —Id
»

The Add Request box will pop up. Click the drop down arrow in the
Designation box and choose C06—Restore Pool/MFG/Supp. Enter
the amount of the change level for Yr 1 and Yr 2 and click OK.
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81 0= —

User: cluoolep@EUIAT

Date: 5/25/2004 171:46:56 &M

hon Position Budget Request
Businsss Area 0634 o
Wersion 1
Fiscal Year
Cost Center ta
WES Elemert to
Cost Element ol to o)
Commitmert e pe! ta Je)
Funds Center ta
Fund ta
A Request | tove Request | Change Description | Upidate § Delete Designation |
Cost Centar | B Blsment Funds Center | Fund | Commitmant ttem | Cost Bisment | Cost Elsment Deseription | |
| 404701 120 MCEDM00 5060010 5060001000 Prafessional & Administrative Fe
| |a0a701 120 MCED100 5080010 S50E0010000 Data Processing Services
| 404701 120 MCEDM00 5090012 5040008000 Rertt of Data Processing Ecuism
| |ana7m 120 MCED100 5090012 5060010200 Data Procsssing Services €112
I3 5030020000 Enforcement Investigetion Expe =
< | 3
Total Bucigsted Amourt 27 268,157]  Totel ¥r1 Bass Level amourt | 52006005 v | 27 167157
Total Yr1 Designation Amourt_| w2720 vz | (524,220) |

The change appears at the boit.om. of _the. grid. Review the change

before saving.
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if3 PBAS - [BGPLANBN - Non Position Budget Request]

Application  Master Data  Annual  Biennial

Reporks  Strakegic Planning  Security

afR belall ]

User: clwoolew@PRODUCTION Date: 5/24/2004 11:15:51 AW

hon Postion Budget Recusst

Buginess Area 0634 ’.;
Wersion 1
Fiscal Year
Cost Center to =
WBS Element to =
Cost Element go) to D
Commitmert tem ol to D =
Funds Certer to =]
Fund to =
Add Request | Wove Regusst | Change Description | Update  Delete Designation |
Cost Center | WBS Element Fungs Center | Fund | Commitment tem | Cost Element | Cost Elemert Descrigtion |;|
| lana7o1 120 MCED100 508001 ] tessional & Administrative Fe
404701 120 MCE100 506001 13 Processing Services
| |anarm 120 WCEDIND  soaopy DO ¥eU want o save the changes? | oo b Fouim
404701 120 MCE100 509001 i Processing Services €112
[ 402182 LI reement Investigation Expe _'j
T

3

Total Budgeted Amount

327268157 Tatal ¥r1 Bese Level amount | [ERERE e 527,167,157

Click the save icon and then click yes to save théichanges.
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Exercise: Add the change level 06 for the cost
center and cost element from the data sheet.

AASIS Support Center
April 2006

PBAS Non Position 06

62



An AASIS Training Guide PBAS Non Position 06

13 PBAS - [BGPLANEN - Non Po: n Budget Request]

Application  Master Data Annual Biennial Reports Strategic Planning  Security

B Is‘a e & : User: chwooley@PRODUCTION Date: 5/24/2004 11:16:36 &M

Mon Position Budget Reguest
Business Area 0634 ’}
Version 1
Fiscal Year
Cost Center to E
VWES Element ta =]
Cost Element Pl to Pl =]
Commitmert em D to D
Funds Certer to E
Fund to
Al Request | Move Request | Change Description | Undste / Delete Designation |
Cost Element | Cost Element Description | Budget Amaurt | Designation | ¥rl Amount Request|  r2 Amount Request H
5080010000 Laundry & Uniform Service $17 BL 7 17
5080014000 Trash Pickup Services $292 BL §292 $292
5080020000 Enforcement Investigetion Expe $15230 BL 14,230 $14,230
s ey = =T T ) T ) O o T Thon]
e TTICE SUpIes ETE LR Tr T Tl v
[»
Total Bucigeted Amount 27 205157| - Totel vt Base Level Amourt | B20168157] w2 | 927188137
Total ¥r1 Designation Amount | ($24.7203‘ Yr2 | [524‘2203|
U i an izl n e aam T
The change level appears directly below the base level for the cost ~
element changed. 263
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